	
	Business Communication


Memo
To:	Melodee Lambert and Business 2200 Colleagues
From:	Stacy Henderson
Date:	11/9/2010
Re:	Service Learning Project Proposal to Provide Information for People to Donate Diapers to Assistance Programs for Low-Income Families
Overview
I propose that we create flyers and postcards to inform people of the need of diapers for low income families to be handed out, placed on bulletin boards, and mailed to people in the Salt Lake, Provo, and Ogden areas.  We would gather information about what the specific diaper needs are, the drop-off locations and hours, and any pick-up locations around the valley.  We would work with The Road Home, Crossroads Urban Center, Catholic Community Services (Ogden), St. Vincent de Paul Resource Center, and others in Utah County if possible.

To gather this information we will conduct research online and interviews with the people in charge of donations at the various centers. In addition we will work with the Non-Profit organizations (NPO) to determine what type of communication they would like to use to get this information to the public (E.g. flyers, postcards, pamphlets, etc).  Once we know the NPO’s needs we would customize the flyer and distribute it as the NPO wants.

This project will have multiple benefits for us as Business Communication students and as community members because it will require us to:

· communicate with people in other businesses or non-profits in order to compile information to meet their needs.
· get out into the community to use the skills of business writing and communication in real world settings.
· create a document for a client which will assist them in meeting their needs for more people to help donate diapers.
· provide information for members of the community so they are aware of where they can donate and help those in need.

Rationale – Benefits to Business 2200 Students and our Target Audience

This project will benefit Business 2200 students because it will require us to:

· use our business communications skills to interview, listen, read, write, think and collaborate with the non-profits we will be designing a document for.
· use our skills that we have practiced all semester in creating a professional and readable business document that meets the needs of the clients.
· to work in a real world situation which we can add to our resumes for future jobs.
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This project will benefit our target audience, the community which is able to donate diapers and other items to shelters and assistance programs for low-income families because it will:

· bring awareness to the community of the need for diapers for low-income families and single mothers.
· create an easy to read document which gives all the information necessary to make a donation.
· bring in more donations in order to help overcome the shortage of diapers.


Plan/Time Frame

Methodologies.  To provide this flyer for the community, we will need to plan our approach, create interview questions, conduct interviews and follow up interviews where necessary, collect and organize the data, and put it into the flyer.

	Week 1
	Plan our approach.  Gather names of non-profits in need of diaper donations.  Get contact information at each non-profit of the person(s) we will be working with on this project.  Set dates for interviews with the contacts for weeks 2 and 3.

	Weeks 2-4
	Interview our contacts at each non-profit.  Set up and go to follow up interviews as needed.  Gather information from all interviews and begin planning the type of document we will be creating for the client, and begin the layout of the document.  Contact the clients to set up dates to present the draft of the document created for them.

	Week 5
	Complete the draft of the document and meet with the clients to show them the product and get their approval on the document.  Make any final touches to the document the clients want, and present them with a final draft.  Prepare group report.

	Weeks 6-7
	Finalize the group report and present it to the class.



Personnel

Because of the large number of non-profit organizations currently experiencing a shortage of diapers, it would be best to have 5-6 group members for this project.  We could use a minimum of 4 people, however, the more people we have, the more non-profit agencies we can contact and include. 

We will work as a group to come up with a set of questions to ask each client in our interviews with them.  Each member of the group will then interview a different client (possibly two clients), take notes on each client’s needs, and present their information to the group. 

Once the initial interviews are completed, each member of the team will then assist in creating the document and will be responsible for making sure they are including the information of their client in the document.
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